PMODTS-W100.01

Authorizing Official (AO) Responsibilities

See the DODFMR, Volume 9, Chapter 2, Para.020401C and 020401D for more
detailed information on AO and CO responsibilities.

Liability

e When acting a Certifying Officer, the Authorizing Official (AO) has unlimited
pecuniary liability for all payments that he/she certifies.

e This means that if you certify an authorization or voucher that is not legal, proper, or
correct, purposely or not, you may be required personally to pay all or part of the
disputed expenses. The AO/CO relies on other Accountable Officers to assist with
validations/verifications of information to minimize opportunities for erroneous
payments.

e Accountable Officials can be liable for erroneous payments up to one-month salary.

Accountable Officials

AOs rely on others to assist in the process. The duties can include:
Adding Lines of Accounting (LOA)

Loading Budgets and related funding levels

Entering and updating traveler information

Insuring policy compliance

Accountable Officials can include:

e Finance Defense Travel Administrator (FDTA)
e Transportation Officers (TO)

e Lead Defense Travel Administrator (LDTA)

Why are AOs peculiarly liable for payments they certify?

Public law 104-106 section 913 states that for the Department of Defense, individuals
that certify payments must not be in the same organization as the disbursing official. For
additional information see DOD FMR Volume 9, Chapter 33.

COL Certification

In order to become an Certifying Officer, users must complete some sort of Certifying
Officer Legislation (COL) training, and be appointed in writing.

Online COL training can be found at:

e Army http://www.asafm.army.mil/fo/fod/dts/training/training.asp
e Navy https://dts.navy.mil
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e Air Force http://www.saffm.hq.af.mil/coaotut/

Appointments for Accountable Officials should be made using the DD Form 577, dated 1
Jan 04.

Screen Shots that appear within this document are a snap shot in time, as changes are made to the system the screen shots may
become outdated. A printed version of this document is an uncontrolled copy. Please continue to check the DTS Travel Center website

for updates. 2 As of 13 Sep 04



PMODTS-W100.01 AO Responsibilities

Authorization Approval

Approval of an authorization that does not include a request for either a non-ATM
Advance or Scheduled Partial Payment (SPP) do not trigger liability on the part of the
AO.

Approval of authorizations that do include a request for either a non-ATM Advance or
Scheduled Partial Payment (SPP) do trigger potential liability. The AO/CO must insure
that the payment of these advances and or SPPs is authorized.

e Non ATM advance should only authorized for travelers without a Government
Travel Charge Card (GOVCC) or for travel to a location where use of the card is
not practical.

e SPPs should only be authorized for trips in access of 45 days.

Notification

You will receive an email notification when you have an authorization to approve.
(& To... |Ao@gouragencg.mil

[ e, .. |
Subject: | Defense Travel System Correspondence
(= =N (2, | [arial - - JA-IB 7 U %E = iz iE

TMINFORM.LTR

07£25/04

This letter was generated to inform you that a

Defense Travel System Authorization named LMDAYVISMOMNTHADED7 04 _AD1
for Laura Murphy with authorization number of OMWW3ELK

was just stamped SIGNED by Laura Murphy

and is awaiting your attention.
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DTS Welcome

1. Select “Documents Awaiting Your Approval”.

Logged In As:  Elaine Drury Help far this scresn

Defense Travel System

A New Era of Government Travel

Official Travel W Official Travel - Others ¥ Traveler Setup ¥ Reports  ¥| Administrative ¥ ROA ¥ cBA

. @Awaiting Your Approval -->  Click Herg >
‘Welcome Elaine Drury

Organization:  HPMO
Qrg Access: HRMO
Group Access: HRPMO

My Signed Documents
Doacument Name Current Status Departure Date Type

Mo docurnents found.
Permission: 0,1,2,3,4,5,6,7

Message Center

Yau are accessing the Enterprise Web Training
Environment (EWTS), which is used for TRAINING. Please
be aware that this is a training emironment and even
though users can aceess this environment using their
“Live” production certificates, you should never use real
data such as Sacial Security numbers, or personal
contact information,

Back to Top

[&lots

2. Click “review” next to the document you wish to approve.

Logged Inés: Elaine Drur: Screen D: 10261 Cloze Window
Help for this screen

% Defense Travel System Mccumsnl Details Route/Sign Adjustments Setup Print
A New Era of Government Travel

ETSEILETY Complete Documents

Following is & list of documents that were routed t yau Tor rewiew and signature, Select a document to rewiew and use the navigation bar st the top
for additional tasks.

Roviow | SOTLBY Sort by Days Lot SOTLBY. Sort by Total | Metto A Hhax Ay
Type Document Z Dep Date Traveler Cost Trav  Requested Allowed

H EBORLANDOFLOS604_A01  APPROVED 08716404 Bailey, Eric §988.54 598554 50000 50,00

Before Approval

Before you approve an authorization, you should review the entire document with special
emphasis on the following:

e Remarks

Lines of Accounting (LOA)

Non-ATM advances and or SPP request

Pre-Audit and justification comments

Digital Signature

e Remarks
Review the “Remarks” on the “Document Route Status” screen from the traveler or
other ROs for additional information.
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Logged In As:  Elaine Druty Document Mame: EBORLAMDOF LOS1604_a01 Screen |D: 10301 Close Window

Traveler Mame: Eric Bailey Document Type:  Authorization Help for this screen

% Defense Travel SYStem Document List oG Ed IS Route/Sign - Adjustments  Setup  Print
A New Era of Government Travel

e ————
Per Diem Trip Overview Document Route Status Expense Summary
—_——

Foliowing is the status details for the selected document,

Pending Routing Actions

Awaiting Status Change To By Lewel

APPROVED Elaine Drury 30

Document History

Status Date Time Mame Remarks
CREATED 07 /2704 0937 EDT Etic Bailey
SIGMED 07 ¢27 /04 09:57 EDT Etic: Bailey

| hawe reviewed this trip, Everything
appears to bein arder,

REWIEWED 07427404 10:09 EDT Monica Gable

Proceed to the following page: IPreview 'I

e Pre-Audit
Review the “Pre-Audit” screen to see if any exceptions to DoD policies have been
requested and read the travelers justification.

Logged In 4s:  Elaine Drury Document Mame: EBORLAMDOF LOS 1404401 Screen ID: 1028.3 Close Window

Traveler Mame: Eric Bailey Document Type:  Authorization Help for this screen

% Defense Travel SYSlem Document List  Document DetailMdju&lments Setup  Print
A New Era of Government Travel s—

=

Other Auths. al Signature

Below are any items that were "flagged" for this trip,

3 tems have been Flagged in this Travel Document

1. Reason Flagged Rem Description Justification to Approving Official
I COMMENTS * CHECK COMMENTS ON TRIP This flag lets you know that the traveler left comments
1 to you (the AQ)
2. Reason Flagged tem Description Justification to Approving Official
FH MON-COMTRACT FARE * MOMN-COMNTRACT FARE UISED (1) Dogs not meet mizsion requirements
3. Reason Flagged Rem Description Justification to Approving Official
*I OTHER &LUTH LISED *1 OTHER AUTHORIZATION (C1) Does not meet mission requirements
EXISTS: MOMN-COMTRACT
AIR FARE

Proceed To Digital Signature

Proceed to the following page: IOther Authorizations VI

e Digital Signature
To sign the document, select the Approved Stamp, add any additional remarks that
may be needed and click “Submit Completed Document”.
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Logged InAs:  Elaing Drury Document Name: EBORLAMDOF LOS1604_A01 Sereen ID: 10291 Close Window
Traveler Mame: Eric Bailey Document Type:  uthorization Help for this screen

% Defense Travel Syslem Document List  Document Der.aﬂMM]ustments Setup Print
A New Era of Government Travel

gital Signature

Click below ta stamp and submit this trip authorization for routing and appraval, By submitting you are legally signing this document.

Document Action

ubmit this document as: I,qppRo\fED vl

Additional Remarks: d

Proceed to the following page: Preview -

Logged InAs:  Elaine Drury Document Mame: EBFTHOODTR 110104 _A01 Screen ID: 1085.1 Close Window
Traveler Mame: Eric Bailey Document Type:  Autharization Help for this screen

Defense Travel System

B My Bl it B G aik TG gt et e o - T e e

e

| have reviewed the planned trip and have deemed the trip necessary in the
interest of the Government and therefore authorize the obligation of funds.

Soen

Upon Approval

e Once the AO approves the authorization they are told how much is obligated and the
balance for each LOA. Review the information and select “Continue”.
e Ifinsufficient funds prevent approval contact your FDTA.

Logzed InAs:  Elsine Drury Document Mame: EBFTHOODTXA110104_401 Screen 1D 1049.1 Close Window
Traveler Mame: Eric Bailsy Document Type:  Autharization Help far this screen

Defense Travel System

D,

Fund Authorization

Authorization EBFTHOODTX110104_A01 funded against 05 DEMO org HPMO1 for -301.22 [Budget Balance: $6509.62] , 05 GEHERAL org
HPHMO1 for -301.22 [Budget Balance: 96509.62] , 05 TRAINING org HPMO1 for -301.22 [Budget Balance: 96509.62] .
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The Voucher

The voucher differs from the authorization in that approving the voucher constitutes
certification and initiates the liability. At this stage, you should consider the following:

Are the expenses valid, both the type and the amount?
Are the receipts present?

Does the dollar amounts for the expenses on the voucher match the receipts?
Are the methods of reimbursement correct?

o Military travelers (and most civilian travelers) with a Government Travel
Charge Card must is the card to pay for transportation, lodging, and rental
car expenses. These expenses, and others charges to the card, must be
indicated in DTS as “GOVCC” and paid directly to the charge card vendor

o In some cases, the transportation (air/rail) may be paid using a centrally
billed account (CBA) rather than with the travelers individual card.

Notification

You will receive an email notification when you have a voucher to approve.

[ T .. |A0@gouragency.mil |
[ ce... | |
Subjeck: | Defense Travel System Correspondence |
H S| % Ba @[ W CA-IB 7 U |ElE=|EE=E ;;E%

-

07,/29/04

This letter was generated to inform you that a

Defense Travel System “oucher named LMDAWISMONTHADF 0704 1
for Laura Murphy with autharization number of OhdWW30K

wag just stamped SIGNED by Laura Murphy

and is awaiting your attention.

Viewing Scanned/Faxed Receipts in DTS

1. Once the AO opens the voucher, click on the “Adjustments” menu.

Logged In As: Elaine Dirury

Document Mame: EBCRLARDOFLOS 1404 %01 Screen ID: 1064, 1

Close Window
Document Type: “Woucher

Help for thiz screen

Traveler Mame: Eric Bailey

% Defense Travel System

Document List  Document Details
A New Era of Government Travel

Route/Sign petup  Print

Pre-Audit Other Auths. Digital Signature

2. Select “Open Document VIEW-ONLY” and click “OK”.
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Click OK to open this travel document. |f you uncheck WIEW-OMLY, wou will be prompted for signature
to gointo adjustment for the document.

Open Document WIEW-0RHLY; B

e

[9]4 | Cancel

3. Click on the “Expenses” menu.

Logged In As:  Elaine Drury Document Mame: EBORLANMDOFLOS1604_ W04 Screen D 1148.1 Cloze Whindouw

Traveler Name: Eric Bailey Document Type:  Woucher Help far this screen

@ Defense Travel sys"em Itinerary  Travel ccounting Additional Options Review./5ign
A New Era of Government Travel

Non-Mileage HEECENP Receipts 4

4. Click on “Receipts”.

Logged In As:  Elaine Drury Document Mame: EBORLAMDOFLOS1604 W01 Screen (D 1145.1 Close Whindow

Traveler Mame: Eric Bailey Document Type: Woucher Help for this screen

@ Defense Travel sys"em Itinerary Trave@ccounting Additional Options Review/5ign
A New Era of Government Travel

Mon-Mileage THEETERF Receipts

5. Click on “View” in the “Existing Receipts” section.

Below i= a list of your receipts. To fax in your receipts click "Print Fax Cover Sheet", and follow the instructions on the cover sheet. Click
"wiew' to wiews the receipts.

= Print Fax Cover Sheet
Existing Receipts

Date Hotes Wiew

25-Jul-Z004 Added 07 F28704 at 11:30:13

Below is a sample Receipt Cover Page and Receipt.
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DTS Receipts Cover Page

Please fax this cover page, together with your receipts to DTS.

+ If you are dialing from the National Capital Regien, please use 703-266-6880 if this is a local

call. This will reduce the cost of this service.

« If you are in the United States, please use 1-866-FAX-4DTS (1-866-329-4387), 1oll free.

+ If you are dialing from outside of the United States then use the numbers listed above (with the
appropriate international prefix.) Your long distance telephone company may charge you for this

call,

Receipts may take up to five minutes to appear on the document.

JLIACKSONVILLO70704_V01

Note: Bar code must be present above.

ENTERPRISE
RENT-A-CAR
SACKEDR I | F FIN TR
200 YaNceE ;?H;E: D:MW'"‘J
JATRSDONLEE FL 3o
£504 ?é“:tajg[;l e
ERINCH: 2340
FICKET: o305y

T 02007000 1187 44
Mo OTiTE20M 1208 2w
VENICLE: 0 DAy 5505 ariw
VEHILLE L Iokwer [Mome

Mg PN - owp

I WY FEIM O mm

3 Himg L ] W0
WFINIES 3 W s A
BROGADE 8 1gg . g
WP . 2.0

AF RECK LK
Lt T s

Sl Tar @ LM s B

LUE R

HRRE 1. IS OO0 AT P4 2y

Tt YOU 2 e 10 ay
ENIERPRSE RENT-0-138
0 RESERE 4 LW LSE

1 {800) REMT-8-Co
]
I ENTERRRISE oow

Verification
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Necessary receipts include:

e All lodging receipts

e Airfare / Rail receipts

e All other receipts greater than or equal to $75

**Your local policy may stipulate additional receipt requirements. Consult your local
business rules for more information.

Once you have verified that the expenses are reasonable and that the necessary receipts
are included (and legible), proceed to the “Pre-Audit” screen to verify if any additional
audits and justifications were triggered during the voucher process. Then select “Submit
Completed Document”.

Logged In As:  Elaine Drury Document Mame: EBORLAMDOF LOS 14604 _01 Screen (D: 10291 Close Window
Traweler Mame: Eric Bailey Document Type:  Woucher Help for this screen

% Defense Travel SYStem Document List Document DeLaiL@djusLments Setup  Print
A New Era of Government Travel

Pre-Audit Other Auths. Digital Signature
Pre Audit

Preview

Click below to stamp and submit this trip authorization for routing and approwval, By submitting you are legally signing this document,

Document Action

*submit this document as: IAPPRO\,I‘ED vl

Additional Remarks:

——
Submit Completed Document

Upon Approval

The AO is reminded of their responsibilities.

I have reviewed the trip record as signed by the traveler and agree that the
Government should pay the claim. My review was conducted in accordance
with DoD substantiation and certifying officer requirements.

Cancel Save and Continue
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